Finance & Procurement Process Note

Procurement Process & Tender Process

Background and Purpose

This process note sets out the procurement process and steps to be undertaken when procuring

contracts by the procurement team.

Scope for this Document

This document covers the following specific process:

Raven Housing Trust procurement process and tender process.
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Procurement Process

Raven Housing Trust is a registered provider of social housing, we advertise contracts above
the Public Procurement Regulations 2015 or Procurement Act 2023 thresholds via Find a
Tender Service, using our e-portal In-Tend or through appropriate framework providers. For
contracts below the thresholds, we’re governed by our own internal financial standing
orders.

Tendering Opportunities

At Raven, our teams are continually looking for suppliers who can provide the best quality
goods, works and services. We encourage suppliers who are interested in working with us to
consider registering on our e-portal In-Tend where you can register to see what we publish
tendering portal (‘Register or login’ button). We have been increasingly using procurement
frameworks over the last few years as a compliant route to market and would encourage
suppliers to register on various frameworks that public and third sector procurement use to
procure goods and services from a list of pre-approved suppliers.
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We also notify our homeowners of upcoming tenders on our website and can be readily
accessed by both residents and members of the public.



We would advise any interested supplier who would like to tender to make a note of the
date of tender publication and closing date for when bids are due back. This information will
be available on the relevant procurement platforms.

To request more information about our tendering opportunities, or any general procurement
gueries, please email procurement.rht@ravenht.org.uk

Tender Process

Following approval of the tender pack which will include an invitation to tender, scope of
works, instructions for bidders, pricing schedule, compliance documents and policies,
evaluation criteria and social value commitment. This information will be published either
on the organisation’s e-procurement portal or the relevant Procurement Framework portal.
The publication (go-live) date and the deadline for submission of bids will be clearly
specified within the tender documentation. Submissions received after the closing date will
not be accepted.

Any clarification queries raised by the bidders will be sent to Procurement Team from the e-
portal or Procurement Framework to answer. All answers will be shared with all the other
bidders. All clarifications need to be answered before the closing date.

*A bid can be rejected at any point in the process if it fails to meet our minimum or
mandatory requirements, which will be outlined in the tender documents.

When the tender bid closes, all bids are collected and will be shared with the evaluation
committee (comprising of various interested stakeholders). Each member of the evaluation
committee is required to complete and sign a declaration of interest form and maintain
confidentiality and impartiality. Any conflict of interest disclosed is recorded and mitigated.

All bids will be evaluated in line with the weighting and criteria outlined in the published
tender.

All bidders will be subject to a due diligence compliance check. This includes company and
legal verification, financial and tax check, corporate legal regulatory & governance
compliance, data privacy and data protection laws, and some cases technical compliance
requirements.

Shortlisted bidders will be invited for an interview with the evaluation panel and
procurement facilitator.

All scores will be complied and moderated by the facilitator. A recommendation report is
drafted and sent to the evaluation panel, delegated and appointed signatory to review.

This report will inform the bids and their ranking. Upon approval of the recommendation
report by the delegated signatory/board, all bidders will be notified of the outcome of their
bids, including the successful bidder.
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There is a mandatory 10-day standstill period for above FTS threshold contracts or a
voluntary 10-day standstill period for below FTS threshold contracts, following notification
outcome of bids to allow unsuccessful bidders to review the decision before the contract is
legally finalised. Where contracts are above-threshold procurements, contract award notices
will be published on the UK government’s central digital platform for public procurement
called Find a Tender Services (FTS). This is an online platform and portal and a public record.

Following the standstill period, a notice of award is issued to the successful bidder. A formal
contract is drafted (including scope, pricing, term, liability and indemnification, governing
law & jurisdiction, legal provisions, termination clause, payment terms). The contract is
reviewed and duly signed by both parties, after which the supplier onboarding process is
initiated.

A meeting is scheduled with the contract management team and the nominated contractor
to discuss mobilisation and contract implementation.

Any social value included in the tender is recorded in our social value register and passed to
the Community Investment team for liaising with the supplier to ensure this is delivered.



